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forms management program may be 
obtained by contacting GSA (KMPS), 
Washington, DC 20405. (See part 201–45, 
subpart 201–45.5 of this chapter.) 

(a) For purposes of economy, existing 
stocks are depleted prior to issuance of 
revisions unless the promulgating 
agency determines previous editions 
unusable and obsolete. 

(b) Forms or form assemblies which 
deviate from the standard and optional 
forms listed in the GSA Supply Catalog 
have restricted use and are not 
stocked. Agencies requiring such forms 
shall prepare and transmit a Standard 
Form 1, Printing and Binding Requisi-
tion, or Standard Form 1–C, Printing 
and Binding Requisition for Specialty 
Items, to the General Services Admin-
istration, Federal Supply Service 
(FCNI), Washington, DC 20406, for re-
view and submission to GPO. Prior ap-
proval of GSA (KMPS) is required 
whenever the content or construction 
of a form is altered or modified. Re-
quests for such exceptions may be ob-
tained by submission of a SF 152, Re-
quests for Clearance of a Standard or 
Optional Form or Exception, to GSA 
(KMPS), with appropriate justification. 

(c) Certain standard forms are seri-
ally numbered and are to be accounted 
for to prevent possible fraudulent use. 
The General Accounting Office (GAO) 
requires accurate accountability 
records to be maintained for such 
items by applicable agencies. GSA for-
wards a receipt verification card with 
each shipment of accountable forms. 
The receiving agency is responsible for 
verifying receipt of the serially num-
bered forms in the shipment by return-
ing the card to the address preprinted 
on the card. See § 101–41.308 of this 
chapter for information governing 
agency control and disposition of un-
used U.S. Government Bills of Lading 
(GBL’s). 

(d) Standard and optional forms 
which are excess to the needs of an 
agency shall be reported to GSA in the 
same manner as other excess personal 
property pursuant to part 101–43 of this 
chapter. Obsolete forms shall be dis-
posed of under the provisions of part 
101–45 of this chapter. 

[56 FR 12457, Mar. 26, 1991] 

§ 101–26.303 Out-of-stock items. 

Generally, it is more advantageous to 
agencies if GSA backorders req-
uisitions for out-of-stock items rather 
than cancels requisitions. Unless noti-
fied by agencies not to backorder a req-
uisition, through FEDSTRIP advice 
codes 2C or 2J, a back order will be es-
tablished. The agency will be notified 
of the estimated date that shipment 
will be made. Upon receipt of the sta-
tus transaction, the agency shall deter-
mine if the estimated shipping date 
will meet its needs and, as appropriate: 
(a) Accept the back order, (b) request a 
suitable substitute item, or (c) request 
cancellation in accordance with § 101– 
26.309. 

[43 FR 22210, May 24, 1978] 

§ 101–26.304 Substitution policy. 

In supplying items requisitioned 
from GSA stock, GSA may substitute 
items with similar characteristics. 
Substitute items may be issued from 
new stock or from returned stock that 
is in serviceable condition (condition 
code A) as described in § 101–27.503–1. A 
notice of intent to substitute will be 
provided to the ordering activity only 
if the characteristics of the substitute 
item differ substantially from the 
characteristics of the item requi-
sitioned. Ordering activities may pre-
vent substitution by entering advice 
code 2B (do not substitute) or 2J (do 
not substitute or backorder) in cc 65–66 
of requisitions. 

[45 FR 27764, Apr. 24, 1980] 

§ 101–26.305 Submission of orders to 
GSA. 

(a) Orders shall be submitted in ac-
cordance with the instructions in the 
FEDSTRIP Operating Guide (FPMR 
101–26.2). 

(b) Orders in other than FEDSTRIP 
format shall be submitted: 

(1) In original only when for ship-
ment to destinations in the United 
States, including Hawaii but excluding 
Alaska. 

(2) In accordance with applicable 
GSA/agency agreements when for ship-
ment to Alaska or for export to des-
tinations outside the United States. 
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(c) Sufficient funds should be re-
served by the requisitioner to cover ex-
penses incurred by GSA in export pack-
ing, marking, documentation, etc. GSA 
will assess a surcharge on all material 
ordered and delivered to customers in 
certain overseas areas. The surcharge 
is a percentage factor of the value of 
the material shipped. Information on 
the specific areas and the current per-
centage of surcharge is included in the 
GSA Handbook, Discrepancies or Defi-
ciencies in GSA or DOD Shipments, 
Material, or Billings (FPMR 101–26.8). 
The surcharge is a percentage factor of 
the value of the material shipped. In-
formation on the current percentage of 
surcharge may be obtained from the 
GSA regional office to which orders are 
submitted. 

[30 FR 13826, Oct. 30, 1965, as amended at 42 
FR 58748, Nov. 11, 1977; 42 FR 61597, Dec. 6, 
1977] 

§ 101–26.306 Planned requisitioning for 
GSA stock items. 

In preparing requisitions for GSA 
stock items, agencies shall follow 
schedules or cyclical plans for replen-
ishment of stocks so as to reduce the 
number of repetitive requisitions re-
quired while adjusting ordering fre-
quency to comply with the economic 
order quantity principle. (See § 101– 
27.102.) 

[43 FR 22211, May 24, 1978] 

§ 101–26.307 Processing overages, 
shortages, and damages. 

(a) Transportation-type discrepancies 
shall be processed in accordance with 
the instructions in subpart 101–40.7 
when the discrepancies are the fault of 
the carrier and occur while the ship-
ments are in the possession of: 

(1) International ocean or air car-
riers, regardless of who pays the trans-
portation charges, except when ship-
ment is on a through Government bill 
of lading (TGBL) or is made through 
the Defense Transportation System 
(DTS) (Discrepancies in shipments on a 
TGBL or which occur while in the DTS 
shall be reported as prescribed in sub-
part 101–26.8.); or 

(2) Carriers within the continental 
United States, when other than GSA or 
DOD pays the transportation charges. 

(b) Reporting discrepancies or defi-
ciencies in material or shipments and 
processing requests for or documenting 
adjustments in billings from or di-
rected by GSA activities shall be in ac-
cordance with the provisions of subpart 
101–26.8. 

[41 FR 56320, Dec. 28, 1976] 

§ 101–26.308 Obtaining filing cabinets. 
Each agency head, after taking ac-

tions prescribed in § 101–25.302–2, shall 
determine agency requirements for fil-
ing cabinets. When additional filing 
cabinets are required, requisitions 
shall be submitted in FEDSTRIP for-
mat to the GSA region supporting the 
geographic area in which the requisi-
tioning agency is located. 

[43 FR 22211, May 24, 1978] 

§ 101–26.309 Cancellation of orders for 
GSA stock items. 

When an agency determines that ma-
terial ordered from GSA is not re-
quired, GSA will accept requests for 
cancellation as long as the items or-
dered have not been shipped. However, 
since processing cancellations is costly 
and interferes with normal order proc-
essing, agencies are cautioned to use 
discretion in requesting cancellation of 
low dollar value orders. Cancellation of 
orders may be accomplished by agen-
cies through written, telegraphic, or 
telephonic communication with the 
GSA regional office to which the order 
was sent. However, telephonic commu-
nication should be used whenever fea-
sible to forestall shipment of material 
and subsequent billing by GSA. If ma-
terial has been shipped, GSA will ad-
vise that cancellation cannot be ef-
fected and agency requests for return 
for credit will be processed under the 
provisions of §§ 101–26.310 and 101–26.311. 

[32 FR 11163, Aug. 1, 1967] 

§ 101–26.310 Ordering errors. 
In accordance with the provisions of 

this § 101–26.310, GSA may authorize 
agencies to return for credit material 
that has been ordered in error by the 
agency. Material shipped in error by 
GSA is subject to the provisions of the 
GSA Handbook, Discrepancies or Defi-
ciencies in GSA or DOD Shipments, 
Material, or Billings (FPMR 101–26.8). 
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